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(a In the Government Service there are hundreds of employees engaged in the work 
of classifying, indexing and filing correspondence and other valuable and confi- 
mdential papers belonging to Uncle San. 
ag The object of a filing system is to keep correspondence and other papers ina 
beat and-orderly arrangement so that they are readily available at all times. An 
accurate record must’ be maintained reflecting the date and by whom papers,are with- 
y drawn trom the’ files, for the purpose of enabling the file clerk to locate the 
iZ document at any moment, even if on an official's desk. Frequently 
| Ob ect of inquiries are made for correspondence and other papers which are 
filing System in the course of preparation, and it is necessary to have some way 
| of locating this class of material. As correspondence is often 

_ wanted in a hurry to be used in e conference or to answer a telephonic or tele- 
aphic inquiry, it is ebsolutely essential that the filing system operate ef- 
elently. Delay in producing files when urgently needed wastes the time of high- 
Salaried officials, causing annoyance and upsetting the routine of the office. 

3 All mail addressed to the Department of Agriculture or to the Secretary of 
Agriculture is received in the Secretary's File Room where it is opened, réad and 
prouted. From one thousand to fifteen hundred lettets per day are received, -the 

, number varying according to the season, the mail being much heavier 
during the winter months. These inguiries cover a wide range of sub- 
jects~--requests for armers' Bulletins, lists of county agents, how 
to eet rid of rats, the climate in a certain locality, the kind ef 
soil, what and when to plant, how to label a cough remedy under the 
od & Drugs Act, etc. Remittances of sums ranging from one cent to hundreds of 
ilars are received and a record kept of the name and address of the senders and 
Woat Bureau or Division referred. 


q The correspondence and other official papers’of the Secretary of A,riculture 
meluding the offices of the assistant Secretary, Director of Scientific Work, 
Mirector of Regulatory work, Director of ixtension Work, Director of Personnel 
q and Business Administration, Budget Officer, Division of Opera- 
tion, Real Estate Officer, and Division of Purchase, Sales and 
Traffic) are filed according to subject, with ample cross refer- 
ences. The subjects cover different phases of the work of the 
whole Department and are so arranged that the correspondence is 
sily’found. Letters prepared in the above offices are indexed on cards 5 x 5 
¢hes, which are filed alphabetically by the writers’ names, the entries showing 
es, subjects and a brief of contents of letters. Correspondence with firms and 
ganizations is cross referenced under names of persons signing letter or about 
! iom it is written. Certain classes of papers are filed by subject without indexs 


om 


Procedure 





? 


ing, experience having shown that card indexing of this material is unnecessary. 

A number of letters are referred daily to the bureaus, divisions, and offices 
of the Department for preparation of replies for the signature of the Secretary, | 
Assistant Secretary, and other officials. A form known as a "Jacket" accompanies hy 

each of these letters and remains with them until the reply is pre- 7 
Bureau and pared and sent to the Secretary's office. The jacket and the two 


Division 3 x 5 ecards are made out on the typewriter at one opération, giving | 
Mail on the first line the namo end address of the writer, on the second | 


line the date of the incoming letter, then the subject of the corres= | 
pondence; to whom referred and for what action; then the date of reference. On 
this jacket are printed instructions to the effect that the letter must be given | 
prompt attention and the correspondence returned to the Secretary's office within — i 
three days. On the same form appears a list of the principal officers handling mo 
correspondence in the office of the Secretary, for the purpose of rerouting mail ! 
when necessary. At the bottom of the jacket the following spaces are provided fell 
which must be filled in by the stenographer at the time letters are typed: i 


Letter for the signature of (or memorandum to) oe 

prepared in Bureau of Date | 

Do you wish correspondence returned to your Bureau for filing? » ae 

Name of dictator | __Initials of Stenographer 7) 
This form is purposely printed on pink paper and regulations require that it be 
kept on top of correspondence while enroute to the various bureaus and officials 
in order that letters for the signature of the Secretary may be readily distin- 
suished, and given immediate attention. This distinction also enables the 
Secretary's File Room to maintain a complete record of changes of reference each 
time such correspondence passes through that office, 


For conveniente in handling, one of the cards used with the jacket is green 
and the other blue, the green card being filed alphabetically in a temporary fide 
and the blue card chronologically in.a pending file. The cards in 


Follow-up the chronological file are checked every day and the letters remain~ 
Work ing unanswered after the three days have expired are followed up by | 


telephone. If it is impossible to answer the letter in full within 
threes days an acknowledgment is promptly prepared and the bureau is then given 
some additional time to complete the reply. As soon as the lctter is signed and 
mailed, a carbon copy of the reply together with the incoming letter is returned 
to the originating bureau, and the jacket and two carbon copics are retained in Re 
the Secretary's File Room; the copy on which the initials of the Bureau Chief ap- 
pear is placed in a chronological file arranged by bureaus, and the other carbon 
copy is filed with the jacket undcr the appropriate subject. , The green cara “is 
then stamped "Answered " and filed alphabetically. The blue card is 
destroyed, as it is only used for foilow-up purposes. 


sf 


Letters, which are. referred to the bureaus for, reply,directare, recorded an 
the manner Similar to the "jacketcd" letters, .except that these letters are not. 
followed up, the bureaus being allowcd to use their own judgment as to the charac- 
ter of the reply or the action necessary in each case, 
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7“ -. correspondence is withdrawn t'rom the file, a charge slip is inserted in 
si Setineamaie’ showing by whom withdrawn and the date. When the file is returned the 
Charge Slip is taken out and the charge cancelled. 


The Secretary's File Room also maintsins a file of the memoranda of the Sec- 
retary, and circulars of the Personnel and Business Administration, with a very 
complete index which provides a ready reference to Guestions of policy, administre- 
tive matters, etc. A’record of the forms used in addressing prominent officials, 
such as the President, Vice President. President’of the Senate Speaker of the 
House of Representatives, Ambassadors, Governors, etc. is also kept. 


Correspondence concerning bills‘and resolutions introduced in Congress and re- 
ferred to the Department of Agriculture for report is "jacketed" as described above, 
and when answered is filed under the number of the bill or resolution with cross 
references under the subject matter. This isa very active file during sessions 
of Congress. 


The’ Secretary’ of Agriculture receives a great many invitations to attend 
meetings, banquets, etc. and these are filed by states. subdivided by cities, with 
an index of the organizations or individuals issuing the invitations. 


There is also a large file of correspondence concerning space in Federal 
buildings which is filed by states and subdivided by cities. 

Experience teaches us that constant attention, orderly methods and accurate 
records are essential to any well organized filing system. 


mapeese) st Sed 


Donald A. Laird in his book entitled "Psychology of Selecting Men" gives us 
& sound scientific treatment of fundamental considerations involved in the field 
of the selection of personnel. The book sives a comprehensive picture of 
psychological means and methods of selecting suitable men for specific jobs. 
It shows how psychological principles are applied in actual employment work. 


"Applied Personnel Administration", a new book, by J. E. Walters, President 
of the American College Personnel Association, emphasizes the application of 
scientific methods to the human problems in industry. The author investigated 
and actually went through the complete personnel procedures of about seventy-five 
industrial concerns as well as personnel techniques used in these particular 
companies. Effort has been made to stress the vcractical applications of the 
subject rather than the theoretical side. 





COMPETITION IN LeASING 


Py 7 
A. Wicu. ASH ey Chief, 


“ 


Division of Purchase, Sales and Traffic. 


The Comptroller General, while recognizing that the location of premises 
and their general adaptability for the use contemplated are factors which may 
surmount price’in determining the selection of office or 


Advertising other quarters, has recently held unequivocally that this 
and Competi- does not justify the hegotiation of leases without reference 
tion Necessary to Section 3709 R. S., requiring advertising and competition 


in Federal procurements. To insuré the required conformance of 
the several bureaus of the Department to this dictum, the procedure outlined in 
P. B. A. Circulars Nos. 196 and 201 should be carefully studied and followed. 
It involves variations from bid procedure governing other types of procurement 
in two particulars, (1) in that in connection with renewals, where the present 
lessor is unwilling to reduce the rental, and an informal canvass of available 
space does not develop lower prices, the solicitation of formal bids is un- 
necessary, and (2) in that where formal bids are required, they are to be 
secured in letter forms 


Too much stress can not be laid upon the necessity, when formal letter 
proposals are requested, of including in the requests for proposals a detailed 
reference to all of the physical conditions which must be 
Specifications met by’ any quarters offered before they can be considered 
Must Be Complete at all, irrespective of price. It is a fundamental prin- 
Ciple of competitive bidding that the specification of 
requirements must be so complete as to place all prospective bidders on the 
same footing in the matter of information as to what is required; hence an 
offer which conforms to all stated requirements must be considered on the basis 
of price. Incomplete specifications may therefore develop offers of quarters 
which are unsuitable in many ways but which mect the letter of the advertisement. 
Such proposals can not be passed over; the resultant’ situation can be cured 
only by readvertising under an amended specification, a cdurse which always 
Subjects the advertising officer to unfavorable criticism, particularly by the 
low bidder under the original solicitation. | 
Another practical suggestion, based upon the fact that current leases of 
the Department aggregate some 4,000 or more in number, is that action looking 
toward rencwals or the negotiation for new leases should be 








Avoid instituted by field employees charged with this duty sufficiently 
Congestion in advance of the advent of the fiscal year to prevent an undue 
or’ Leases congestion of leases in the central offices of the Department 


during May and June. Timely action alone can prevent the occur- 
rence of last minute readvertising in many cases, with its attcndant embarrass-= 
ment of field officers and the possibility of withdrewal of advantageous offers. 
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WHAT THE PEDFRAL COMPENSATION ACT 
MEANS TO AN EMPLOYER. 


; By 
" Edith €. Johnson, 
Bureau of Plant Industry. 
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The Federal Compensation Act, "An Act to provide compensation for employees’ 
of the United States suffering injuries while in the performance of’ their’ duties," 
became a law on September 7, 1916. By an amendment approved June 5,° 1924, its 
provisions were made applicable to cases involving occupational diseases. Despite 
the fact that this Act has been in operation for’ some time, there are many em- 
. particularly the more recent appointees, who are unfamiliar with its 
rovisions in the way of medical and hospital facilities, as well as compensation 
for time lost from work on account of disability, for injured employees of the 
Government. Occasionally individuals who are acquainted with its penefits prefer 
ot to report minor injuries because of the "red tape’ involved in making out 
peeports of the injury to the United States Employees' Compensation Commission. 
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This Act applies to all civil employees of the United States Government 
/injured or killed in the performance of their official duties. it provides 

| free medical and hospital service for the injured, money’ 
benefits in case of partial or total disability or death, 

and cértain burial expenses. None of these benefits accrue, 

ff however, if the injury or death results from willful mis- 
conduct’ of the employee or his intention to bring about injury to himself or 
' another, or if intoxication was the proximate cause of the injury. The Act 
does not cover ordinary disease cases,’ but it does apply to certain occupa-— 
tional diseases. It does not, however, permit the payment of money compensa~ 
‘tion or the furnishing of medical care for any disease unless it is the 
result of an accident or unless its direct causal relationship to the employ- 
"ment can be clearly shown. The mere fact that a disease develops after the 

| employee enters the Government service is not accepted as sufficient basis 

§ for the award of compensation. Such common diseases as colds, pneumonia, 
tuberculosis, typhoid fever, rheumatism, etc., are usually due to causes 

| ‘entirely outside of employment, and only very rarely and under most unusual 
f conditions can they be the basis of an award under the compensation laWe 


Any injured employee is entitled to have the United States Employees' 
Compensation Commission pass upon his claim for payment of compensation or 
i 6 on account of an injury which he 


_ Time Limit pelieves was sustained in the performance of duty, including 
on Claim a disease proximately eaused by the conditions of his employ- 

‘a ment. Claims for compensation should not be delayed beyond 

§ sixty days after the ANGUL'Y pane compensation may be refused. The Commission 

‘is allowed at its discretion to award compensation, if, for reasonable causes 

* shown, a claim is filed within one year. If,’ however, the claim is not made 

"within one year after the injury is sustained, the Commission is without power 


fh) to pay compensation. 


‘Provisions 








ie 


The amount of compensation allowed’ under this Act depends on the degree 
of disability, whether partial or total, and upon the earning power of the 
employee at the time of the injury. An injured employee is 
Compensation not entitled to compensation for time lost from work during 
Allowed the first three days of disability. If at the time the 
disability begins,’ the employee uses any sick or annual leave 
to his credit until it is exhausted, his compensation does not begin until the 
fourth day of disability after the sick or annual leave has ceased. 
If disability is partial, the disabled employee is entitled to a monthly 
compensation equal to 66 2/3 per cent of the difference between his monthly 
pay and his monthly wage-earning capacity after the beginning 
Partial of such partial disability, the monthly compensation not to 
Disability exceed $116.66. If the disability is total, he is entitled to 
a monthly compensation of two-thirds his salary at the time 
the injury occurred. The monthly allowance in the latter case is limited to 
not more than $116.66 nor less than $58.33, unless the employee's pay is less 
than $58.33, in which case his monthly compensation may be the full amount 
of his monthly pay. ; 














If déath results from the injury within six years after the injury was 
sustained, the United States will pay to the dependents of the deceased a 
iP total monthly compensation not to exceed 66 2/3 per cent 
Payments in of the deceased employee's monthly pay, with a limitation 
Case of Death of not more than $175 and not léss than $87.50. If the 
monthly pay is less than $87.50, the beneficiaries are 
entitled to the full amount of the monthly pay of the deceased employee. In 
no case, however, can the total monthly compensation exceed the monthly pay. 
The Commission also provides for burial expenses not exceeding $200, and the’ 
transportation of the body of an’ employee whose home is in the United States, 
dying away from his home station, or outside of the United States, if rela- 
tivessdesire ait. 


In general, the following procedure is required in reporting an injury: 
Whenever an injury is sustained by an employee, even though it may be so 
slight in character that the injured person’has no intention 


Procedure of making a claim for compensation therefor, he ghould 
for Report- immediately report it to his official superior, either 
ing Injury verbally or by filling out Form CA-l. Unless notice of the 


injury is given within forty-eight hours or the official 
superior has actual knowledge of the injury, compensation may be refused. 
It is very important that injuries be promptly reported, as delay may make it 
impossible later to prove the occurrence of an injury or establish a right 
to the benefits of the act. As soon as possible after the receipt of Form CA-1 
the injured employee's official superior should execute and submit to the ; 
Commission, through the Chief of his Bureau or the officer designated by him 
for that purpose, Form CA-2 (Official Superior's Report of Injury), attaching 
to it the Form CA-1 which was submitted by the employee. 
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%. OS Ree States hospitals and dispensaries for injuries incurred 

aaa eee of duty is mandatory, where practicable. In localities where 

— nor a designated physician of the Commission is avail- 

ee cers employee should secure treatment from the nearest 

Sei ie aac, ent physician licensed to practice medicine and 

aa Le rad ment by nurses or other persons does not fill thé pro- 

ea es ig: Nor can treatment by doctors of osteopathy, ‘ 

ee anne 3 naturopathy, masseuse, physiotherapists, mental healers, 

Bnei tars buGdcidii ne provisions of the Compensation Act, unless such 

Beni 8i88 Titer ee y ee be Oc, by a United States medical officer or 4 
nettles Aes A sha etsy medicine and surgery and approved by the Commission. 

Tre Whencta injury where the emergency is such as to require it, any 

Bea fon first. a practice’ medicine or surgery under the State’ law may be 

tained an a treatment, but further treatment, if required, must be 

eos 3 om a United States medical officer or hospital or a physician desig- 

fomated by the Commission to treat cases of injury. 


Bet oo employee’is sent to a United States hospital or to a desig- 
al physicien for treatment, he should be given by his official superior a 
ie i " Teque st for treatment (Form CA-15). or the request may be made in 
| ques) for the form of a letter giving the important facts in the case. This 
request should be in duplicate and the original left with the 

a physician or hospital authorities. Where it is doubtful that. the 
pa Juny “occurred in the performance of official duty or that a person's illness 
‘be directly ascribed to particular conditions of employment, a request for 
Medical treatment should be made on Form CA-17 rather than CA-16. : 

| At the termination of the total or partial disability, or in case of the 
ath of the injured employee, Form CA-3 should be executed and submitted by the 
SrTicial superior. 


. Claim for compensation or medical expenses on account of an injury should 

pe submitted by the injured employee, through his official superior, on Form CA=-4 
4 within sixty days after the injury. Bills for mdical or hospi tal 
services or supplies furnished the injured employee should be ; 
forwarded, unpaid, by the claimant through his official superior, . 
or by the physician or hospital to the Commission for settlement, 
. These bills should bear the signature of the injured employee 
eeytirying that he has received such service or supplics. ‘If medical or hospitel 
bills or bills for supplies have béen paid by the employee, the receipted bills 
Should be forwarded with Form CA-4, through his official superior, to the Com- 
Mission. 
. If death results from an injury, the person entitled to receive the benefits 
provided in such cases should execute and submit Form CA-o, through the deceased 
employee's official superior, within sixty days after death occurSs 
Any claim for compensation on account of death which is not filed 
within one year can not be paid by the Commission. Form CA-5 should 
be accompanied by a certified copy of the death certificate and 
itemized bills (in duplicate) covering undertaker's and burial 


{co 
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expenses.:/In the case of a widow or widower, a certified copy of the marriage 
certificate should be’ furnished, as well as ‘certified copies of birth certifi- 
cates of any minor or dependent children of the deteased. 


Efforts have been made by the Eureau of Plant Industry to keep its 
-employees fully informed of the benefits of the Federal Compensation Act and 
the procedure to be followed in reporting injuries. It has 








Compensation also urged upon them the importance of reporting an injury 
oe lege at the time of its occurrence, even though it might be so 
Industry slight in character that the injured person had no intention 
Employees of making a claim therefor, because of the possibility later 


‘on of not being able to prove its occurrence or establishing 
a right to compensation should there be a recurrence of trouble or disability 
From tne “injury. 
Rither the head clerk, or the clerk assigned by him to this duty, handles 
the compensation work for each particular division. It is his duty to see 
that’ all injuries occurring’ within his division, both in 


Wethod of Washington and in the field, are properly reported and that 
Harid Ling all papers in connection with en injury are submitted, in 
Compensation duplicate, to the person who handles the’ compensation work 
Work for the Bureau as a whole. In tne field, each branch office 


is supplied with like information and is requested to keep 

its personnel informed regerding procedure in cases of injury, as is also each 
‘leader. in charge of a crew’or sauad of men working away from headquarters. 
fhe field offices, however, report injuries to their employees through the 
Washington offices of their respective divisions. All cases of injury in- 
‘curred in line of duty within the Bureau are reported to a clerk assigned to 
this work in the Office of the Assistant Chief, whose duty it is to keep the 
divisions within the Bureau informed on the requirements of the Compensation 
Commission and make necessary contacts incident to the work. This clerk makes 
a final review of all papers stbmitted in cases of injury to see that they are 
Beg and correct in detail, and then forwards them with a transmitting 
letter. giving further necessary détails of the injury or relevant facts 
Beeeted therewith, to the Employees’ Compensation Commission. 4 carbon 
eopy of all. correspondence in PORN GLARE with injury cases is forwarded to 
“the DsTice “or ie eelaan and Business Administration of the Department. 

* ? 

Since the passage of the Federal Compensation Act, the Bureau has been 
fortunate in having few fatalities and total disabilities as a result of in- 
juries sustained by its employees, although there have been numerous minor 
injuries, particularly in connection with the field work. It is felt that 
the Bureau employees are more and more coming to appreciate the advantages 
to them of reporting to their official superiors injuries incurred in the 
performance of their official duties. 
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CHECK YOUR ITEMS OF EXCEPTIONS 


Realizing that practically all bureaus and offices of our Department are 
confronted with the problem of explaining exceptions taken by auditors to dis- 
bursing accounts, Mr. Connor has submitted a summarization and analysis of 
certain exceptions made against his bureau during the past year. 





i Following is a summarization of the number of vouchers on which this ai 
| i of exceptions is based, for the period Wepruary 1. 193). to Fantacn Sr. 
B 2952: 


Ye: y 


Number of vouchers paid in Washington: D.C. 
(excluding accounts of Temporary Special : 
RE 0) a oko Ashi s «.cr5 sed vvetndchleis enlataviiem dt acdhiiomenl 19, 832 
Less payrolls not covered by this ONE LY SiS sere were OOO 
Less post-audit vouchers not covered by 
ee I eee es oe rds Cm de BBS 992 


? 


Total number of vouchers covered by this analysis......... 18, 840 





Following is given an analysis of some of the 1,271 exceptions taken to 
tems in 18,840 accounts, in the order of their frequency, together with sug- 
j gestions for avoiding the practices to which exceptions were taken: 


Excess Porter and Waiter Fees (137 items): 

Show number of pieces of baggage for each item of porter fee exceeding 
15 cents. Reimbursement can not be obtained for more than 60 cents waiter 
Wetees in any one day, but all amounts paid should be included in the account. 
Eight and one-half per cent of all exceptions are for such excess fees. 


Errors in Computation (136 items): 


Exercise care to see that all computations in vouchers are correct. 
Eight and one-half per cent of all exceptions are for such errors. 


Excess Per Diem Claims (112 items): 

Use care in claiming per diem. Claim one-fourth of the daily rate for 
six hours or less and an additional one-fourth of the daily rate for each 
msucceeding six hours or fraction, during any day from midnight to midnight. 
Claim actual expenses for any trip which both begins and ends within one 
twenty-four hour period. 


Receipts and Subvouchers Not Furnished (51 items): “4 
Roceipts must be furnished for all items listed in Paragraph 95, Gov- 


ernment Travel Regulations. 





Gasoline Tax Exemption (46 items): 


} Explain why exemption was not obtained from payment of gasoline tax; also 
why Forms 44 and 1066 were not used; furnish subvouchers in duplicate, showing 





amount of tax, when Forms 44 and 1066 can not be used. 


Catalogue Prices; Part Numbers (43 items): 
Show correct Seraicens prices for auto repair parts and other antieten 
as excess charges will be disallowed. Show catalogue numbers in every Case. at 


? 


Subvouchers not in Proper Form (43 items): 


Subvouchers should be fully itemized to show number of units purchased, 
the rate and the total amount. 


Contract Purchases; Decline in Price (42 items): 

Where a contract provides the Government shall have the benefit of any 
decline in market price, each voucher should show whether or not there has 
been any decline in market price, and the amount of any such decline. 





Terms of Contract not Fully Complied With (39 items): 
see that voucher shows full compliance with contract as to taking of 
full discounts, stating of correct rates, full description. Guc. 


Travel, Automobile, Before 8 A.M. and After 6 P.M. (32 items): 

Actual subsistence expenses may be claimed for a trip which begins : 
before 8 aem. or ends after 6 pem. within one continuous period of 24 hours, 
but where such a trip is made by automobile, explain the official necessity 


for leaving before 8 a.m. or returning after 6 p.m. 4 


Transfer of Official Station (30. items): 
Letter of Authorization must carry the statement that such transfer was 
not made for the personal convenience of the employee. 


Laundry or Pressing Charge in Excess of Maximum Allowance (28 items): 
List all laundry and pressing charges in the account and permit the 
auditors to suspend the excess. 


Telegrams Claiming More Than Government’ Rate (28 items): 

All telegrams, cablegrams or radiograms, on official business take 
Government rate, which is 40 per cent of the commercial tate. Claim only 
that amotnt in expense accounts. Endorse such telegrams, "U. S. Official 
Business, Government Rate." Telegrams sent to Washington should also be , 
marked "Collect." 


Time of Departure and Arrival not Given (27 items): ‘ 


Show time of departure from and arrival at official station, and any 
other point where subsistence reimbursement is affected. 


Travel Between 8 A.M. and 6 P.M. (27 items): 
Do not claim any subsistence expenses (either actual or per diem) when 
trip begins at or after 8 asm. and ends at or before 6 pem. of the same day. 


ee 
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~~ Reimbursement Account’ not Fully M a 
Items Nos. 1, 2 and’3, lade Out (23 items) 


ke “rs at top of first inside page of Form 1012 should 
e completely filled out, when service at a point of temporary duty continues 
from one month into the next. , 


' in other cases, show only rate of per diem or 
rate of actual subsistence reimbursement. 


Schedule of Rates not_on File (22 items) 


Wherever agreements are submitted covering publie services based upon 


schedule of rates, care should be exercised to attach copies of the schedule 
to the agreement. ' 


. 
° 





Voucher Received from Field Too Late to Take Time Discount (22 items): 
Make every effort to have purchase vouchers reach Washington in time to 


_ permit taking of any discount which may be offered, lIxtreme care in this 
\»Matter is urged. 





7] 


Automobile Parts, 25% Discount not Taken (20 items): 
Take 25% discount on all Ford and 
discount is not taken. 





tee 


Chevrolet repair parts or explain why 


nt nega 


Agreements not Submitted to Washington Promptly (19 items)’: 
‘ Agreements must’ be submitted to the Washinzton office before the first 


voucher is submitted, or together therewith. 





Absence from Station for Less Than Twenty-four Hours (17 items): 
Bs Claim only actual expenses for trips beginning and ending within any 
Done period of twenty-four hours; except that no expenses can be allowed when 


| in 


Voucher not in Proper Form (17 items): ; 

See’ that voucher is completely made out showing, in case of purchase 

vouchers, appropriation, authority and date of purchase, description of arti- 

Weles purchased, unit price, and total payment, Name of payce at the top should 
correspond with signature of payee.’ In case of reimbursement accounts, tHe 

J appropriation, authorization number, and official station should be shown, 

Pes woll as name, address and signature of the traveler and the ontire period 
overed by the account. 


Subsistence not Allowable at Official Station (16 itoms): 4 

Neither actual Subsistence Cxpenscs, nor por diem in lieu thereof, can 
allowed at the official station of the employes under any conditions. what 
point is the official station is determined by the actuai facts or circumstances 
‘ather than by any arbitrary designation of post of duty in the authorization. 


Jurat not in Proper iform (16 items): pe 
Every reimbursement account must be sworn to befare one of the officials 
isted in Paragraph 115 of the Standardized Governnent Travel Regulations. 
urats administered by officials other than those listed can not be accepted. 
t has recently been necessary to return accounts showing’ administration of 
urat by acting’ postmasters, eeting assistant postmasters, uperintendents of 
ostal stations,. postal clerks, acting or assistant collectors of customs and 





——- + 


Point. of, Shipment _ and. ieient: not Show m (16 items):. 

. SQW, ‘on, voucher point of shipment and “weight > in every case where con- 
sractor agrees to deliver F.0.3. destination. and-a freight adjustment is 
involved on that voucher. 


Transportation Expense in Addition to Mileage’ Allowance (16 items): 
Do not claim any transpor ‘tation expense in addition to the mileage 


tar 


allowance for operation of personally-owned automobiles. 


bard 


e 
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. Use transportation requests for al oes and Pulimen rares and whl 
payments to any common carrier, where the amount exceeds pl.00, or explain 
in the account why trans pottation request could not be used. 


Leave While in Travel Status (14 itis): ‘ 
Show time of beginning leave and “time of returning to duty, while in 
travel status. 


Meter Readings not Shown (12 items): “i 


Show meter readings and meter number on each voucher for electricity, 
gas and water. Accounts can not be passed without meter numbers. 


Subsistence Expense in Addition to Per Diem Allowance (11 items): 
Do not claim any subsistence expense in addition to per diem claim 
covering same period. 


Unusual Items not Explained (10 items): 


Explain fully any unusual occurrence or item of expense in connection 
with travel, such as rental .of room during daytime, charges for room and 
Pullman berth for same night, etc. 





Actual Subsistence Expenses’ txceed Maximum Allowance (9 items): 

These exceptions, of course, are’ unavoidable. Where actual subsistence 
expenses exceed the maximum allowance, it is necessary to list all expenses 
in the account and permit the auditor’ to suspend the excess. Unless all 
expenses are so listed in the account, the traveler will be unable to certify 
that the account is "just and true in all respects." 


Original Preaudit Difference Statement not Resubmitted (8 items): ; 

When claiming reimbursement in a subsequent account for suspended items, 
the original preaudit difference statement must always be attached to the 
account. 


Fractional Part of Month Defined (8. items): 
Service charge for part ¢ of month must be based on number of days in 
that month rather than upon a uniform 50-day month. 


Other Sane eines involving a lesser number of items have been omitted 
from this sunmary due to lack” sas space. 
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TE EMPLOYER AND THR EXPLOYER 


| Ee as we | 
Lennah Curtiss Zens, Administrative Asst., 
Bureau of Home Economics. 
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‘a Whether we realize it or not, many of us in the Government service belong 

f to two classes--the employer and the employee. From the’ standpoint of the 
employer who plans and controls the work of the employee, taking upon his 

f Shoulders ali. the responsibility for the successful outcome of the employee's 

f effort, I am wondering how many of us have thought about the fact that we are 

| under the close scrutiny of these employees. They are subject to very few 

Paillusions about us; they know whether we are timid and sensitive, silent and 

“morose, or genial and friendly, winning their confidence and loyalty. And 

| how many of us in building up Our organizations comprehend thoroughly that 

| loyalty, enthusiasm and cheerful efficiency of workers is worth a thousand 

times more than cold, calculating duty. 
























‘a Every employer by giving some time and thought to this business of being 
@ good executive can pretty nearly make his organization what he wills~ To 
do this he considers the worker as well as the work, and 
Qualifica- the employee becomes as responsive to him as an instrument 
| tions of under the artist's hand. The far-sighted employer makes 
a Good » the employee’ feel he is a vital and growing part of the 
Executive organization, and instills that element of interest which 
4g makes work a pleasure and not monotonous drudgery. He 
j) knows how to delegate to those qualified some of his responsibility, seeing 
that the latent abilities of none are overlooked. He becomes thoroughly 
familiar with all activities under his supervision--knows how hard the work 
is and how much he may expect from an employee each day; and when a good idea 
Pis suggested by an employee he gives him the credit and does not pass it along 
as his own. 


Stepping into the role of the employee--how many of us ever sit down and 
‘give our work the "once over" to see if we are actually 100% on the job. It 
is so easy to learn fairly well the routine way of doing 

The Employee work and then plod along with never a thought to self- 

and His Job improvement in the position. This type of employee gerumbles 
because his salary is not raised and he wonders why others 
are promoted ahead of him to better positions. A good cure for such mental 
inertia is doing more each day than the job requires and seeking further 


education. 


Punctuality is of such importance and value in a well organized office 

I often wonder why the tardy seem always with us. it is things done on time-- 
instructions carried out not any time but now; arriving at the office suffic- 
jiently early every morning so that all informal tasks are completed, personal 
discussions are over, and work started by nine otelock--that lifts an organi- 
ration out of the mediocre group. And of course it is the person with a 
sheerful disposition, finding fault with nobody, who has a thousand chances 
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for getting ahead where the gloomy, discontented fellow has barely one. 





Before taking leave why not give it serious thought--think of the work 
first, because here today and away tomorrow is upsetting to any organization. 
There is no royal road to a successful, happy organization for either the 
employer or the employee, and certainly nothing can be accomplished unless 
both work together for a common goal. 
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AN L acne sLOUS, CRE Cr DSVICE 
WITHOUL COST 


< 


In the September, 1931 issue of the Administrative Bulletin, under the head- | 
ing of New and Useful Devices, an article was published describing a "new Stamp- 
ing device". 

Mr. Corliss Harris of our Ardmore Field Station, Bureau of Plant Industry, 
now writes us that he has improvised, without cost, a stamp which will accom- 
plish the purpose of a bought rubber stamp, and finds the device very useful 
ih His ORE Ce:.. 


We are passing on to others what Mr. Harris says: 


"inclosed find a stamp made from the handle of a rubber stamp, a 
small piece of felt, a small square of mimeograph stencil and a 
rubber band. 


"The stencil may be cut on the typewriter, drawn with an ordinary 
stencil stylus or even made by using a blunt pen point. 


"The *'Administrative Bulletin’ not long ago mentioned a device of 
this kind and acknowledgment is made for the origin of the idea. | 
The value of the model I am submitting lies in the fact that the ; a 
cost is nothing but a few minutes! ‘work from material which will 
be found in any office. : 


"4s many as fifty impressions may be made without re-inking. I find 
this device very useful in this office." 


eee PEl mi 











The .dministrative Bulletin 1B 


jak OL, SES ie Sate to so mat Re ae aaa - aM It £-3Bh 
Ti CRE SDE We Eph Gh Li Moire ore ane £0) Tp : oa 


























” + + $ 
Can cs 0 ih a gh wel — Seton npc are at last 
(Ns yn sma nbers oi Unele Sam's great family 
ie , Says John A. Ferrall of the Division 
of Horticultural Crops and Diseases, Bureau of Plant 
Industry. Quotations and statements from various sources 
ae ‘ are used by the author to fully develop the reasons’ for 
a such a belief. He says, a new book by Russell Lord, a 
bs Deters beam sie agricultural journalist, states: ‘To eink of 
ent and then by association to think of red tape is all too easy. 
— Flynn, a shrewd writer on business uestions, tells me that Government 
mee ces in general, and the Department of .griculture in particular, get 
through more work efficiently than do most private businesses. Comparing a 
"short business experience with some yeats in extension teaching (directed and 
paid for half by the Federal Government, in general, and half by the various 
states). I think he is right. I found also in Government work a greater 
geeneral satisfaction among employecs and exccutives, a more pervading interest 
in the job rather than in the money, and a warmer sense of companionship in 
work of importance, than I heve ever found anywhere else." | 


} 


\ "Those who have spent some time in outside work before ontering the 
mederel Service can appreciate the truth of this,” says Mr.-Ferrall.: "So 
Ber es most of the higher positions are concerned, it must be interest in 
the work that holds the employeus, for they could earn better salarics 
outside.” 

The well-planned and orderly system of concucting government business 
commonly referred to as "red tape” is described by Mr. Ferrall as "sz system 

q of bookkeeping a trifle too exact to please some folks." 
Red Tape is He says, "We are told occasionally that the application of 
insurance for red tape methods to business concerns woulc drive them into 
fax-Payer bankruptey. It would do a lot more than that, I suspect 

it would probably land some people in the penitentiary..-- 
Red taps has a way of demonstrating that honesty is the best policy. The 
ranks of absconders, forgers, and the like contain astonishingly few names 

of Federal employees. 1 scarcely think that this is because Federal workers 
are, as a group, more honest than their fellows outside the Government Service, 
but the careful methods used in accounting encourage honesty by the simple 
expedient of making anything else unprofitable.” 














Pa 


"There are two wavs of looking at a position in the Department of 
m agriculture", wrote one of its former assistant secreterics. "One way is 
meto look at it as a job; the other to look upon it as an opportunity for 


moliec service. 
adequate concept 
ovntry at large, and what they promise for its future, 
alive to-the full the significance of the social and economic functions 


the Department. He must come to feel himself as a co-worker in a great 


1 


To get this more desirable viewpoint the employee must ave 
jon of what the activities of the Department mean to the 
He rust come to 
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organization maintained by the people for noble ends and to feel that it is @ 
a privilege to use his best endeavor to further these. ends." 


"It is true that it is sometimes difficult for the members of the 
clerical force to acquire the interest and enthusiasm for the «work that come 
naturally to those who are in the field and thus in a position 











Birfect of to get the flavor of the actual constructive work, and the 
Porn, OF inspiration that comes from grappling first-hand with the 
View on: problems before the Department, but it is possible even for 
Work hose whose work is of the most mechanical character to get 





the spirit of the service and to make the work a constructive 
effort rather than the perfunctory performance of a set task. A little atten- 
tion to the.progress of the work of the Department as a whole and a more 
detailed study of the work of his immediate division will serve to give the 
average employee a stimulating sense of personal importance to the Government 
as a co-worker in its vast and beneficient enterprises." 

"We have nothing for which to apologize." says Mr. Ferrall, "much for 
which to be proud. From a standpoint of efficient operation the Federal 
Service will bear comparison with the finest of our industrial giants." 
Following up this point he quotes from a recent article published by 
T. Swann Harding... who says: 


"The Department of agriculture is....a strictly modern educational plant. 
It maintains scientific laboratories wherein fundamental research is performed. 
But it does not intend that this new knowledge actually 





Purpose of created’ by its experts and therefore its most valuable 
Department product, shall be sealed away on shelves from the light of 
is Diffusion daye...it does not hoard its knowledge. It effects the 
of Knowledge distribution of its product, I venture to say, more effic- 


iently than industry today effects distribution of its 
products....The Department of agriculture accomplishes the distribution of its 
product by strictly modern means....So far as my knowledge extends, I believe 
there is no educational institution in America today which utilizes modern 
means for the diffusion of knowledge so effectively as does the Department of 
Agriculture." 
a Pa 
These quotations, and many others, have led Mr. Ferrall to feel that 
the esteem in which the Federal Service is held at the present time by the 
public at large is increasing, and thet surcly there should be little diffi- 
culty in building up a feeling -of pride and loyalty for an organization of 
this sort. "Pride in our orgsnization begets the respect of others. A man 


vwho is apologetic for the organization of which he is a part is wrongly placed.’ 


a 

















